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NBS Chart of Accounts Maintenance

NBS Chart of Accounts Maintenance

NBS Training Course
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Course Outline

Course Outline

This course will be presented in the following format:

Review Course Objectives

Chart of Accounts Theory

* Chart of Accounts Overview

+ ACS Values

Account Requests
Getting Started with the NBS
Establishing a New Project Request
Deactivating a Project
Working with the Status Log
Submitting Pending Requests
Notifications

Course Summary
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Course Obijectives

Course Objectives

To provide a greater understanding of the NIH Chart of
Accounts

To present the tasks that must be completed to maintain
the NIH Chart of Accounts and setup budgetary
accounts

To provide instructions and hands-on exercises on
setting up new projects, requesting new Cost Centers
and inactivating projects within the NBS

Overview
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Chart of Accounts Theory

Chapter 2

Copyright © Oracle Corporation, 2002. All rights reserved.

Chart of Accounts Theory
Chapter 2 - Page 1



Chart of Accounts Theory

Chart of Accounts Theory

NBRSS Training Course
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Lesson Objectives

Lesson Objectives

Chart of Accounts Overview
ACS Values
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Chart of Accounts Overview

Chart of Accounts Overview

> Chart of Accounts Overview
« ACS Values
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What is the Chart of Accounts?

What is the Chart of Accounts?

NIHF Chart oiffAiccounts

* Used in the ADB and other NIH Used in the NBS for entering all NIH
systems, such as IMPACII and budget information

Payroll Used to record all transactions

Used in the NIH Data Warehouse for entered into the NBS

reporting purposes + Used in the NIH Data
W arehouse/nVision for reporting
purposes

* An organization’s Chart of Accounts (CoA) is the framework used by financial
accountants and management analysts to budget, record and report on all financial
transactions and account balances.

* The current CoA used at the NIH is the Management Accounts Structure (MAS). This
structure is based on the Common Accounting Number or CAN.

» The MAS is replaced with the new Accounting Classification Structure (ACS) in the
NBS.

* Because most existing NIH systems will be using CANs to process transactions for the
next several years, both Charts of Accounts must be maintained until these systems
transition to the ACS.
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Overview of the Management Accounts Structure

Overview of the Management Accounts
Structure

PMS Indicator
IMN

Allotment

Allowance

Budget Activity
Sub Budget Activity

Mechanism Ind

Direct/Reimbursable

Payroll Ind

Cost Center

Project

Location
APPROP

Project CAN

Acronym

Installation Location
FARS

Accounting Point
ORG SAC
EIS

» The MAS is a table of many elements associated with the seven-digit CAN.
* The CAN is a short cut that represents elements from the entire explosion.

* Financial transactions are recorded and reported by the CAN, which means that most
users are not familiar with the explosion elements.

* Note the explosion does not include SGL, Object Class or Fiscal Year information.
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Overview of the Management Accounts Structure

Overview of the Management Accounts
Structure

Budget Activity 10 Nursing Research

Budgetary
Accounts

Cost Center 128 Centers — Non

AIDS Expenditure
Accounts

* The MAS elements are arranged hierarchically, from Appropriation down to the
Project CAN. CANs summarize the Appropriation, Allotment, Allowance, Cost
Center and Project levels.

» The MAS incorporates two different types of accounts into a single structure:
* Budgetary Accounts are used for funds control and Departmental reporting

* Expenditure Accounts are the lower-level accounts that NIH uses internally
to track obligations and spending at a more detailed level
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Translating the MAS to the NBS

Translating the MAS to the NBS

Budgetary
Budget Activity 10 Nursing Research Accounts
= ACS

Cost Center 128 Centers — Non E di
AIDS xpenditure

Accounts =

Oracle Projects

* The accounts in the MAS are represented by two separate constructs in the NBS:

* Budgetary Accounts — The Accounting Classification Structure (ACS)
identifies budgetary accounts down to the MAS Allowance level. The ACS
resides in the NBS General Ledger.

* Expenditure Accounts — Oracle Projects is a separate NBS module that is
interpreting and collecting the detailed spending accounts at the Cost Center
and Project CAN level for data warehouse use.

* The separation of these two types of accounts is a conceptual shift for the NIH
Budget community.
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Overview of the Accounting Classification Structure

Overview of the Accounting Classification
Structure

DRAFT LAST UPDATED:
oFr502

AN Chant ot
Accounts Begments

CRAFT FOR CRPY  Information contalned: Reflects
JUNE Z002 March 29 UFMS Strawman
Fund &

Budget FY

ik

NIH Fund Limit
NIH Allot Org |

Grganization

MO X M| X |Operating Budget

Reporting Attrib
DWW Access Org .
NIH IE teemale Benefit fo FiH
Establishes uniform kevel for NIH
Budget
Activity/Prgm
Reporting attrib: |
FARS
NIH Mech
Line Item
(ormerly
Costing)
Object Glass
SGL Account
Cohort

e re
this field Mot currently used in FIH

HHS future 1
NIH future 1

reporting
attrib: GPRA

String Length

» The ACS is composed of fourteen independent segments, each of which represents a
key reporting indicator for financial and budgetary information.

* Budgetary accounts (Appropriations, Allotments, etc.) are created by combining
segment values, rather than being hard-coded into a hierarchy as is done in the MAS.
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Budgetary Account Translation

WAzl UcMll Budgetary Account Translation

Appropriation Appropriation

Apportionment

Allowance

Operating
Budget

Allowance

)
m
Allotment ‘ 3. Allotment
N
) -

» The ACS is structured to identify the same budgetary accounts that are reflected in the
MAS and used for funds control:

» Appropriations and Allotments represent the same budgetary levels in both the
ACS and the MAS

* The Apportionment is an additional budgetary account in the ACS —
apportionments accounts did not exist in the MAS

* The Allowance in the ACS defines a new budgetary account that represents
the break between internal and external funds

* The Operating Budget in the ACS is equal to the MAS Allowance
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Sample Budgetary Account Comparison

Sample Budgetary Account Comparison

* In the MAS, Accounts are identified by walking down the hierarchy:

Appropriation = 0843 National Institute of Aging
Allotment = 01 Direct Program

Allowance =102 Biology of Aging

* Additional reporting elements, such as Direct/Reimbursable are
defined as attributes associated with each level in the hierarchy
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Sample Budgetary Account Comparison

+ fesinbrss

Sample Budgetary Account Comparison

In the ACS, Accounts are identified by combining segment values. The

Appropriation and Apportionment are identified by combining the first two
segments.

Appropriation = 0843 National Institute of Aging
is translated into:

Budget Fund Allot

Budget
FY Limit Org

Activity

08024320031DAO0
NIA Annual Direct
Appropriation

2003
Apportioned in FY
2003

Page 10

Copyright © Oracle Corporation, 2002. All rights reserved.
Chart of Accounts Theory

Chapter 2 - Page 12



Sample Budgetary Account Comparison

WALt Sample Budgetary Account Comparison

The Allotment is identified by combining the first four segments.

Appropriation = 0843 National Institute of Aging
Allotment = 01 Direct Program
is translated into:

Budget Fund Budget
FY Limit Activity
08024320031DA0 01

NIA Annual Direct General Allotment
Appropriation

2003 N100
Apportioned in FY Allotted to the NIA
2003

Page 11
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Sample Budgetary Account Comparison

WALt Sample Budgetary Account Comparison

The ACS Allowance is identified by combining the following segments:

Budget Fund Budget
F,Y Limit Activity

08024320031DAO 01

NIA Annual Direct General Allotment
Appropriation

2003 N100 E
Apportioned in FY Allotted to the NIA External to NIH
2003

Page 12
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Sample Budgetary Account Comparison

Sample Budgetary Account Comparison

The Operating Budget is identified by a combination of nine segments.

Appropriation = 0843 National Institute of Aging
Allotment = 01 Direct Program
Allowance =102 Biology of Aging
is translated into:

Budget Fund Budget
FY Limit Activity

| ! I I

08024320031DAO0 01 HNN100000C 00202 NO016
NIA Annual Direct General Allotment Allowance issued NIA Aging Biology of Aging
Appropriation to the NIA OD Program

Fund

2003 N100 E 005
Apportioned in FY Allotted to the NIA External to NIH Extramural
2003 Program

Page 13
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Overview of Oracle Projects

{@fésjnbrss Overview of Oracle Projects

MAS CAN Oracle Project
8362230 - 100412

* There is a one-to-one relationship between Project CANs in the MAS
and Oracle Projects

* Projects enable organizations to track NBS expenditures in the Data
Warehouse to the same degree of detail as the CAN

» Each Project is associated with the ACS segment values that define the
related Operating Budget account

Page 14
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Setting up Oracle Projects

Setting up Oracle Projects

Project ( F )
Owning Org Fundlng

Budget FY
Fund Limit

Oracle Project Allot Org

100412 Org
I/E

Budget
Activity

Project Start Mechanism

D ate Project .
Mangge, Line Item

Page 15

*  When you set up an Oracle Project, you must assign additional
descriptive attributes to your projects, including:

* Project Owning Organization — the organization fiscally
responsible for expenditures on the Project. This can be the
same as the organization responsible for funds control, but it
does not have to be the same.

* Project Manager — the person who has fiscal responsibility for
the Project

» Customer (if the Project is reimbursable)

» Start Date

* You must also identify the ACS values that make up the Operating
Budget (MAS Allowance) associated with the Project. The Operating
Budget values define the “parent” account for the project.
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ACS Values

ACS Values

« Chart of Accounts Overview
> ACS Values

Page 16
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ACS Segment Values

ACS Segment Values

Segments define functional data elements that are coded within the ACS.
Each segmentin the ACS creates an independent dimension of
information, compared to the MAS which has one dimension (the CAN),
and a larger, hidden data explosion.

The ACS consists of the following segments:

Fund . NIH Mechanism
Budget Fiscal Year . Line Iltem

NIH Fund Limit . Object Class
NIH Allotment Org . SGL Account
Organization . Cohort

NIH I/E . HHS Future Use
Budget Activity/Program . NIH Future Use

Levels 1-9 define budgeting levels
Levels 10-11 are added at time of expenditure on a Project
Levels 12-14 are for future expansion

Page 17
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ACS Segment Values

ACS Segment Values

ACS segment values are combined to form an ACS string that defines a unique
accountin the NBS. The following eleven segments combine to form accounts:

S2 Budget S4 Allotment S6 I/E S8 Mechanism S10
FY Org Object Class

| | S |

08024620031DA0.{2003 A100.|HNA1000000C]I. 511. 2651.1 610001.

| ! 1 T 1 !

S1 Fund S3 Fund S5 Organization S7 Budget S9 Line S11 SGL
Limit Activity Item

Note: There are three additional segments that are not currently being used by NIH. These segments will have
“9999” as a default value.

Page 18
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Segment 1: The Fund Segment

Segment1: The Fund Segment

< ieinbrss

D efinition
The Fund segment controls the major functions of reporting to OMB and
Treasury and defines the funds control levels for budgeting.

Components of the Fund Segment:

Sample Value:
2 character identifier for the OPDIV 08
4 character Internal Machine Number (IMN) 0246
4
1

character Appropriation Fiscal Year 2003
character for number of yrs appropriation is active 1

(0 = no year, 1 = annual, 2-9 = multi year)
character for Direct or Reimbursable D
character to equal category A or B monies A
character placeholder for the future 0

OFM will set up new fund segments for all NIH funds at the beginning of each
fiscal year.

08024620031DAO. . HNA1000000C] I. ; 610001.

Page 19
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Segment 2: The Budget FY Segment

Segment 2: The Budget FY Segment

D efinition
= The Budget FY segment value identifies the fiscal year of apportionment for
the transaction.

For annual and no year funds, this will be the current fiscal year of operations and
the same as the fund year.

Multi year funds will have different Budget FY and Fund Years after the initial year
to indicate which year of the multi year fund is being cited.

The Budget FY is a 4 character segment.

Setting up the Budget FY Segment:

Each Year:
= OFM will add each new fiscal year and disable the canceling fiscal year, (6

years before the current fiscal year)

08024620031DAO. . HNA1000000C] I. ) 610001.

Page 20
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Segment 3: The Fund Limit Segment

Segment 3: The Fund Limit Segment

D efinition

= Allotments are defined within each Fund by the values in Fund Limit and
Allotment Org.

The Fund Limit Segmentis used to further define the allotment when needed
to identify funds for special laws or programs.

Sample Values

01 General
03 Small Business
05 Royalty
12 Diabetes

08024620031DAO. . HNA1000000C

610001.
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Segment 4: The Allotment Org Segment

Segment 4: The Allotment Org Segment

D efinition

= Allotments are defined within each Fund by the values in Fund Limit and
Allotment Org.

= The Allotment Org identifies the IC to whom an allotment is issued (MF and
SSF are allotted to the OD, not the individual centers).

Setting up the Allotment Org Segment

= Occurs when a new IC is established
= The value of this segment is the third character of the IC’s SAC + 100
= Allotments are currently to the IC Director.

08024620031DAO. . HNA1000000C]I. . 610001.
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Segment 5: The Organization Segment

\Jﬁffé.)jnbrss Segment 5: The Organization Segment

D efinition

= This segment represents the organizational unit within NIH to whom the
operating budgetis issued.
DHHS requires financial systems to align with HR systems using Standard
Administrative Codes (SACs). This means that allowances and operating
budgets are issued to a particular office.

Setting up the Organization Segment

Occurs rarely and would be at the request of the IC Budget Office
Changes here indicate an IC is establishing new responsible officials for
funds control

The values requested by the IC must be SACs in the NIH HRDB.

Every postable account has a format of the HRDB SAC plus zeroes to fill to
the tenth character and the letter C

A list of existing SACs is available on the NIH website for the NIH Office of
Management Assessment:
http://oma.od.nih.gov/ims/organization/function/index.htm|

08024620031DAO0.[2003]01.]A100.[HNA1000000C]}I./00142.|511. 610001.
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Segment 6: The Internal/External (IE) Segment

Segment 6: The Internal/External (IE)
Segment

D efinition
= The I/E Segmentindicates whether the use of funds is internal by NIH or
external by the research community.

This segment will be used to create up to two allowances per fund, each
subject to hard funds control.

Use of this segment provides NIH with a way to fulfill the DHHS requirement

of hard funds control at an allowance level on a consistent basis across all
ICs.

Setting up the IE Segment

This segment list of values should not change without a major policy level
decision throughout the NIH Finance and Budget communities.

08024620031DAO. . HNA1000000C]I. . 610001.
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Segment 7: The Budget Activity Segment

Segment 7: The Budget Activity Segment

D efinition
= The Budget Activity Segment is required by DHHS to be structured in a way

that supports FARS (CFDA) reporting and both the President’s Budget and
Congressional Justification.

Setting up the Budget Activity Segment

Occurs rarely, upon receipt of a written request from the NIH OB to establish
a new or disable an existing Budget Activity
FARS attributes may change atrequest of IC Budget Office (ICs establish

FARS codes through other OD OER offices and then inform the NBS of the
values)

08024620031DAO. . HNAI1000000C|I.[00142. . 610001.
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Segment 8: The Mechanism Segment

Segment 8: The Mechanism Segment

D efinition
. The Mechanism segment supports budget reporting atthe NIH mechanism
table level.

Setting up the Mechanism Segment

Occurs rarely, upon receipt of a written request from the NIH OB to establish
a new or disable an existing Mechanism
Sample Values:

005 Extramural Program

501 Inhouse

506 Intramural

601 RMS

08024620031DAO. . HNA1000000C] I. 511, 610001.
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Segment 9: The Line Item Segment

Segment 9: The Line Item Segment

D efinition
= The Line Item Segmentis a catch-all segment that will be used for several

purposes during initial deployment.

Setting up the Line Item Segment

Requires IC budget office to submit request for new/disabled Line Item value
to the NBS Team for verification that change is needed to maintain unique
accounts in NBS and ADB

Generally, Gift Funds and CRADASs will require new Line Items for each account
Line Items in the regular appropriation should be carefully evaluated to
determine if segments already coded could provide a unique code combination
without establishing a new Line Item code - goal is to minimize use of Line Item

08024620031DAO. . HNA1000000C] I. . 610001.
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Segment 10: The Object Class Segment

Segment 10: The Object Class Segment

D efinition

= Values currently mirror the DHHS Object Class Code table, which contains 4
character Object Class values. This segmentis designated by DHHS as a 7
character code showing the classification by object of expenditure such as
payroll, contract or grant. DHHS will control all values, at least through Track 1.

Setting up the Object Class Segment

= Changes only at the direction of DHHS

08024620031DAO. . HNA1000000C] I. ) 610001.
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Segment 11: The SGL Segment

Segment 11: The SGL Segment

D efinition

= The US Standard General Ledger Account provides for tracking funds by
proprietary (cash, payables, expenses) as well as budgetary accounts
(Commitments, Obligations). This information is used to track transactions
and produce financial reports. The SGL Codes will be recorded in Oracle as
transactions are posted.

Setting up the SGL Segment

= Changes only at the direction of DHHS

08024620031DAO. . HNA1000000C] 1. , 610001.
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Maintaining ACS Segment Values

Maintaining ACS Segment Values

The range of possible values for each ACS segment will change
and grow based on updates from the Department, the Office of
Budget or the ICs. Potential changes include:

= A memo describing a new fund, usually from NIH OB

= New Object Class Codes from the Department

= A New Organization receiving a Budget Allocation from an IC

The list of values maintained in the NBS for each segment of the
ACS mustreflect the latest information established by the
Department or other sources so NIH staff can use the most up-to-
date values when creating their budgetary accounts

Coordination among ICs, OFM branches and the NBS Team will be
necessary to ensure new data values are entered into the NBS in a
timely manner

You can see all ACS values used by your IC in your ADI
spreadsheet.

Page 30
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Account Requests

Account Requests

NBRSS Training Course
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Lesson Objectives

¢ {es:nbrss
= SopatSt s Rt MR O

Lesson Objectives

= Overview of Account Request Process
« Working with Operating Budget Accounts
« Working with Oracle Projects
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Overview of Account Request Process

¢ {es:nbrss
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Overview of Account Request Process

> Overview of Account Request Process
« Working with Operating Budget Accounts
« Working with Oracle Projects
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Overview of Account Request Process

%/ﬁ {QL:"} nbrss -

Overview of Account Request Process

Legend
BN |C Budget Staff NN OFM
C—I NBS Team {— oY

Budget Staff
identify need for
new Account

IC creates new OFM
Are new Allotments, Are new CANSs Projectrequest establishes new
Allowances or ; online in the Projectin the
P t ded?
Operating Budgets (Projects) neede NBS NBS
needed?

IC completes NBS Team Accounts are
Account Change creates new > converted to

Request Form Operating Budget MAS and sent
accounts to ADB

offline

* All new account requests for both the ACS and the MAS are now made through the
NBS.

* New Allotment, Allowance and Operating Budget requests will be made using an
offline form that is available on the NIH portal http://my.nih.gov — NBRSS
Budget/Finance Community. These sheets will be completed and emailed to the NBS
Project Team, who will set them up in the NBS.

* New CAN (Project) requests will be made using an NBS application that you will be
working with in today’s training.

* Once an account is created in the NBS, an automated process will convert it into the
MAS format and forward the legacy CAN to the ADB.
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Process for Deactivating Accounts

Process for Deactivating Accounts

Budget Staff
identify
accounts they
no longer want
to use

Legend
B |C Budget Staff
C—INBS Team

EEN OoFM
— et

IC completes
Operating
Budget Change
Request Form

Budget Staff
Complete Project
deactivation
request form in the
NBS

NBS Team

deactivates

Operating
Budget Account

OFM
deactivates
Projects

CIT deactivates
accounts in the
ADB

* All account deactivations are also now made through the NBS.

» Allotment Allowance and Operating Budget deactivation requests will be made using
form that is available on the NIH Portal. These sheets will be completed and emailed
to the NBS Project Team, who will deactivate the requests accounts in the NBS.

* CAN (Project) deactivation requests will be made using the online NBS application.

* Once a Project is deactivated in the NBS, an automated process will forward the
deactivation request to the ADB, where the related MAS CAN will be deactivated as
well.
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Working with Operating Budget Accounts
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Working with Operating Budget Accounts

= Overview of Account Request Process
> Working with Operating Budget Accounts
« Working with Oracle Projects
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Working with Operating Budget Accounts

WALl Working with Operating Budget Accounts

An Operating Budget Account is the combination of segment values
that creates a specific budgetary account, and is equal to an
Allowance in the current MAS.

An Operating Budget Account must existin the NBS before an Oracle
Project (CAN) can be created and associated with that specific
Operating Budget Account. This exactly replicates the legacy
practice of having an Allowance in place before related Projects can
be established. The Allowance is the parent to the Project

For example, if an IC wants to create a Project (CAN) using the
partial ACS string

08024620031DA0.2003.01. A100. HNA1000000C.1.00142. 511. A500.
and that particular combination does not existin the NBS, an

Operating Budget containing these values must be established by the
NBS Team prior to setting up any related Projects (CANs).
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Requesting Changes to Operating Budget Accounts

{@fé@i’ﬁﬂbf.ss Requesting Changes to Operating Budget

CsEBAB 4-May-2003

Request to Change Operating Budget (MAS Allowance) Accounts

Add or delete?

ACS Values

gy Fund
Direct/Rein
First F¥ of use Budget FY
Alletment # Fund Litnit

Lllot Org
Allewance # Org for Op Budget
Accounting Ft InternaliBExternal
Budget Activity Budget A ctivity
Subk Budget Activity Idech

Line Ttem

SGL 461003

English Lakel:

email to NBRSS-Budgets

* The NBS Team has created the Change Budgetary Account forms, which will be used
to submit all requests to set up or deactivate Operating Budget Accounts

» Steps for completing this form:
1. Identify the need for a new account(s).
2. Identify the MAS Values using your hard-copy MAS report.

3. Identify which specific ACS segment values must be combined to create this new account using
the ADI tab of your ADI budget entry spreadsheet.

4. Complete either the Change One Budgetary Account form or Change Many Budgetary Accounts
form, depending on the number of accounts you are creating.

5. Email this form to the NBS Team using the “NBRSS - Budgets” mailbox located in the
Microsoft Outlook Global Address List.

6. If you are unsure of the specific segment combination needed, the NBS Team will help you to
identify which values compose your new account.

7. Receive confirmation from the NBS Team that the Operating Budget has been established.

* Once your new Operating Budget is created, you can set up related Projects using the
information provided in this training course.
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Identifying MAS Information for the Change Request Form

Identifying MAS Information for the Change
Request Form

{5181 Query User - Finance
File Edit Query Resulks Host Report Tools  Window Help

| W 2] 2| o] [ o] miE) ] o)

m [Ereport - mas

10/16/03 12:38:50 PM

Report MASO1 NIH/NBRSS

Management Accounts Siructure - Legacy
For Appropriation FY = 2004

Allowance Project /R Project Nbr  Project Nbr

CAN CAN (MAS) (NERSS) Project Description
AN 0 ©

: NHGRT
Taw: 0as IMN
Appropriation: 5 X 514 RESEARCH & DEVELOPMENT AGREEMEHNTS
Allotment Allotment : 26 CRADA-HATIOHAL HUMAH GENOME RESEARCH INSTITUTE
Budget Activity: 73 INTRAMURAL RESEARCH — HHGRI

260 HHGRI COOPERATIVERESEARCH & DEVELOFMENT AGREEMENTS Allowance

D EEEEE] 114115

] EEEEE] 114116 GENETIC DISEASE RSCH CRADA1
Cost Center:
S950516 EE] 114117 GENOME MOLECULAR BIOLOGY CRADLL
Cost Center: 263 WHGRI-CRADAS-GTB
S950516 5324875 S33746 EE] 114121 GTE CRADL 1
Cost Center: 264 NHGRI-CRADAS-MGB
5950516 5324875 5324564 114122 LTR AMTISEMSE TECHNOLOGY, IMC.
5950516 5324875 §337480 114123 ORTHOGEME INC #9810-32
Cost Center: 265 HHGRI-CRADAS-CGTE
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ldentifying ACS Information for the Change Request Form

%/(ad’&"“’gnbrss Identifying ACS Information for the Change
i N A i Request orm

MAS Values ACS Values

* In the ADI Budget Entry sheet, the columns with the green headings contain many of
your legacy MAS values and the columns with the blue headings contain the ACS
values that correspond to your MAS accounts.

* The rows are color coded to indicate which budget level is shown:
Red = Fund
Blue = Allotment
Green = IE Allowance
Orange = Operating Budget

Note: 1 is not visible at the IC level, as it is reserved for NIH summaries and 6 is used
in other spreadsheets to identify Project level accounts

*  When requesting a new Operating Budget account, the codes selected for Org, Budget
Activity, Mechanism, and Line Item must combine to create define a unique account.
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Setting Up Operating Budget Accounts

Setting Up Operating Budget Accounts

Examples of reasons for new Operating Budget
Accounts:

» The IC wants to take advantage of the mechanism codes now
available in the General Ledger

» OB defines a new Fund Limit, Mechanism or Budget Activity value
and the IC wants to set up an accountusing the new value

> The IC reorganizes and wants to set up accounts using the new
SAC values

» The IC wants to setup Operating Budgets at a lower or higher
level in their organization than was previously defined

» The IC wants a new Line Item value to track a specific activity not
identified by the other segment values

> A new IC is established or Congress creates a new Fund for NIH

Page 10
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Working with Oracle Projects

¢ {es:nbrss
= SopatSt s Rt MR O

Working with Oracle Projects

= Overview of Account Request Process
« Working with Operating Budget Accounts
> Working with Oracle Projects

Page 11
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Working with Oracle Projects

¢ enbrss,

Working with Oracle Projects

Oracle Projects will be used to create all new Projects (CANs) and
deactivate existing Projects in the NBS.

The NBS provides electronic forms to capture new Project and
deactivation requests. The New Projectrequest form replaces the
current paper-based CAN request form and includes data for both
systems’ (ADB and NBS) needs.

Once created, each new Project Account will be associated with the
appropriate ACS string, translated into a CAN and its related
explosion values, and transferred to the ADB to supportlegacy CAN-
based systems through an automated process.

Every Project that is deactivated in Oracle will be deactivated in the
ADB through an automated process.

Page 12
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Project Account Maintenance Tasks

WES1EMl Project Account Maintenance Tasks

IC Budget staff will be performing the following activities
related to Projects:

Entering new Project requests

Receiving notification of approved Projects

Checking the IC COA Log to determine status of Project
requests

Working with TASC to resolve problems with rejected
projects

Deactivating Projects that are no longer used

Page 13
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Lessons on Requesting New Projects

WALl Lessons on Requesting New Projects

= The following lessons will present the detailed steps
Budget Staff must perform to complete a project request:

Lesson 1: Getting Started with the NBS

Lesson 2: Establishing a new Project request
Lesson 3: Deactivating a Project

Lesson 4: Working with the Request Log

Lesson 5: Submitting or Deleting Pending Requests

Page 14
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Getting Started with the NBS

WAl Ml Getting Started with the NBS

Lesson 1: Getting Started with the
NBS
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Working with the NIH Portal

WAl Ml Working with the NIH Portal

/2 NIH Login - Microsoft Internet Explorer i =]

I
4=Back - = - @D & | @ Search [lFavorkes (HBHistory | B\ SB - 1=

Address [&] gsmy ) IquHZbiT/ h himi 73 TARGE T—http$c3aiimy rih.aovi =] PGa |

NIH Login

@ Selectyour domain: [NIH

Warning Notice
This is a 1U.8. Government compu
this computer system may subje

orized personnel Tor official purposes, including criminal
Access or use ofthis computer system by any persan,

I
&7 pone E T
stare ||| B) ) @ 50 || Elcatendar - icro... | E]Requesting New ... | By 0\ues working ... | [ togin - pic... R DWI LB  1048am
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All NBS applications are accessible through the NIH Portal.

To login to the NIH Portal you will need to complete the following
steps:

Select your NT Domain from the drop down list
Enter your User Name

Enter your Password

Click the Log in button

b=
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Accessing the NBRSS Budget/Finance Community and Opening
the NBS Application

LafPavores  (Brasory | LY S K (=]
s feorrumastuty . s L L | HIZ SR oo rmarety 1031 Sant_rr et agel et

Welcome to the
NBRSS Budaget/Finance Community

* Accons MDFRD Fnance apol
* Callaborate with ot

" Mo alerts fom the commansy manager

1 81 30435 NIFS Y
B0D FM EST Mon-Fri)
Or send o-mail to TASC @00

Information for Employees e T FvOITE

Browse topics alphabeticaly:
ABCDEEGH! JKLM
Search for a topic: HBS Chart af Acounts Thier: snd ;I

Search Exstaldsling Mo Projcts (CANS)

Mav T 00- 1200 s
Search for an emplayee: [ interne

Search ) oS wodng ... |[ & TPortal Comma. BRI O ALR onzan

hi2. Building 48, 50/59 #B
What's Neve at NIH = uileing BRG]

=l

& o [ [ [ meemnet
i#start|| | 3y ] & =4 7| Elcalendar - Micro, . | ERequesting ew ... | (5 0:18S working ... |[E]Portal: My Pag... REEG OWILHW  1052am
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* The NIH Portal is organized by “communities”, which are specific functional areas of
interest for different groups at NIH. Examples of communities are Travel Planners or
NBRSS Budget/Finance.

* To access the NBS Oracle Project module:

1. Browse to the “NBRSS Budget/Finance” Community Page by clicking on the
Communities tab and selecting NBRSS Budget/Finance from the list.

2. Click on the applications link located on the upper left side of the page to access the
NBS application. For today’s session, you will select the Training link. When you
begin to use the system, you will select the Production link.
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Accessing the NBRSS Budget/Finance Community and Opening
the NBS Application

Accessing the NBRSS Budget/Finance Community
and Opening the NBS Application

FEWARNING **+

This is a U5, Government computer system, which may be accessed
and used only for authorized Covernment business by authorized
personnel. Unauthorized access or use of this computer system may
subject violators to criminal, civil, andfor administrative action.

Allinformation on this computer system may be intercepted, recorded,
tead, copied, and disclased by and to authorized personnel for official
putposes, including criminal investigations. Such information includes
sensitive data encrypted to comply with confidentiality and privacy
requirements. Access or use of this computer system by any person,
whether authorized or unauthotized, constitutes consent to thess
terms. There is no right of privacy in this system.

User IMame ||

OoORACLE
Pa rd |

Applications

Connect
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* The Oracle Login window is where you will enter your User Name and password.

* Usethe to request
access to the NBS. You will need to request the NIH IC Project Request User
responsibility.
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Selecting Responsibilities

Selecting Responsibilities

IHIC Project Fequest User
IH Project Billing Super User

i
i

Page 19

* Once you have logged into the NBS, you must select a responsibility.

* A responsibility defines the NBS functions you can perform and the screens and data
you can access. If you perform multiple functions within the NBS, you may be
assigned multiple responsibilities.

» If you only have one responsibility, you will not see this window and will go directly
into the Projects application.
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Working with the Oracle Navigator

{ffé‘}"bms Working with the Oracle Navigator

gxv concurrent requests and set profile options
Top Ten List

s issi and view requests
Top Ten List

_ Requests

Set
Profile
Concurrent
Change Organization
Notifications
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* The Oracle Navigator window lists all of the functions you can perform using the
responsibility you selected.

1. Functions are arranged hierarchically within the function window. A plus sign next
to a function indicates that there are related subfunctions under the function.

2. To see related subfunctions either double click on the function or single click on the
function and then click the plus sign on the left side of the window.

3. To collapse subfunctions either double click on the higher level function or single
click on the higher level function and click on the minus sign on the right side of the
window.

4. You can expand all functions or collapse all functions by clicking on the multiple plus
sign or multiple minus sign.
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Working with the Submit Request Window

Working with the Submit Request Window

Submit Request o
Run this Hequest...

%

At these Times... e

SHEEGENGE A Spon as Possible Schedule. ..

Upon Completion... o

[+ e all Output Files

Print to %

Page 21

1. The Run this Request section enables you to select requests from a list of values.

2. The At these Times section enables you to schedule the requests to run at a certain
time (not recommended for this process).

3. The Upon Completion section enables you to notify others of your request, or print
your request.
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Working with the Submit Request Window

Working with the Submit Request Window

o

-

Languages

At these Times...

SHEEGENGE A Spon as Possible Schedule. ..

Upon Completion...

P Save all Output Files

Print to %
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* The Submit Request window allows you to pull up and run requests within the NBS.
1. A field with a yellow background indicates that the field is required for data entry.

2. The Copy button enables you to copy a previous request and use it as a starting point
for a new request.

3. The ellipses (3 dots) at the end of a field indicate that there is a list of values (LOV)
you can use to select a desired value.

4. The Submit button enables you to submit your request for processing.
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Working with the List of Values

Working with the List of Values

EE| 03024 3%

FLIMND Description
08024319981 0DA0 0243 MNIA 1998 ARNML DRCT A
08024319981 RA0 0243 rIA 1998 ANRL REIM A
02024319991 DA0 0243 rIA 1995 AMML DRCT A
08024319991 RAD 0243 rMIA 1999 ANML REIM A
08024320001 0DA0 0243 MNIA 2000 ARNML DRCT A
08024320001 RAD 0243 riA 2000 ARNRL REIM A
02024320011 0A0 0243 riA 2001 AMML DRCT A
08024320011 RAD 0243 A 2001 ARNML REIM A
08024320021 0DA0 0243 MNIA 2002 ARNML DRCT A
08024320021 RAD 0243 mIA 2002 ARML REIM A
E 02024320031 DA0 0243 pIA 2003 AMML DRCT A
08024320031 RAD 0243 riA 2003 ANML REIM A

Page 23

* Ifyou click on a list of values icon, the LOV will appear. You can scroll through this
list of values to locate your value, or you can use the Find field to narrow your search.

* The % sign in the Find field is a wildcard that will allow you to perform a partial
search in the LOV. The % sign can be used before or after known values that a user
is searching for to represent unknown values.
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Accessing the NBS Oracle Projects Module

Purpose

The purpose of this document is to describe how to access the NBS Oracle Projects module

|NIH IC Project Request User

1. Launch Internet Explorer and type in the following web address:
2. Select your NT Domain from the drop down list and enter your User Name and Password.

3. Click the Login button.

T g
Fle B ben Frerte Te b =
otk = - QDD A Qoewch Gitemtes Powary | 3he FEH-

P prr—— T ST el e e T I e
!
NIH Login
@ swwiiowsoman [ B i i
o oo s oy
s I
ANELR Dy MR PSS LhOrSe scteas ar e of
Feconged, 188, dapied, il Bucu by i o SuBOrERd parSGnet S ollciBl PapSLeT, indisting Crmnad
AT 1 g e s CrAa R 42 L TRIATATES ACCRYS B U3 9 et FrEm by amy Barsen,

P
glar e g
- |
oo B L e
st | L ) B 5 | Pt s, | D Rt e .| (s kg [ o mgem - PG waw

4. Select the NBRSS Budget/Finance community from the Communities drop down menu.

LR How NIH Portal?
10 take the tour

ﬂ- L3 fom [Fanegrom 2] 1o [Ceminmcn =]
Fuarsing © stamocn | Show Schiciis
S0 m

& NIH Calendar of Events (Yellow Sheet) S0l
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5. From the NBRSS Budget/Finance portal page, click on the Sandbox link to perform the
classroom exercises.

T Portat Comenunities - Microsolt Internet Explorer =lolx
| Fe Edt Vew Favorkes Took  Hel -
| demak - = - @ D) A Dseorch EiFeverkes (FHoter | - b B9 o
0 T :

= ¢

Welcome to the
NBRSS Budget/Finance Ct ity
L3
L3
maored This iy 'what's fo come. In the
near bt ) |

masinurm bemel from NERSS applcalins.

e
S Foi: O Bhmon
o alerts fram the community manager

Hudet Fnance Support

7 Harving kouble using the HDS Finance
1 Annlication
Call supnor 2 301,435 MAST
(7,00 AM 10 00 PM EST Mon-#1i)
Or s e-mall b TASCEE0m a0
VISR 2upeer Cinih oo for mdee
detaits.

MRS Chat of Accourils Theory s
Establshing New Projects (CANs)

Mar7 §.00-1200 = =l
B warnet

Bstort| | 4 1 & 5 7| Bloderds e, | Ereamteaion .| yoies ok . [[E BRI OTUILR nmwm

6. Enter your user name and password and then click on the Connect button. For the
classroom exercise, use the user name and password provided to you by the instructor.
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7. Click on the NIH IC Project Request User link to select this responsibility. If you only
have one responsibility, this responsibility will automatically open.

MNawigate

NIH IC Project Request User
‘2o NIH Project Billing Super User

End of activity
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Establishing New Project Requests

WE-SlI Ml Establishing New Project Requests

Lesson 2: Establishing New Project
Requests
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Lessons on Requesting New Projects

WALl Lessons on Requesting New Projects

= You will need to organize the following information before you can
enter a request for a new Project:

The Project Description — the name of the new Project

The Project Owning Org — The organization within the IC for which
spending is tracked*

The Project Manager — the Budget Officer

The Project Duration Start Date — when will the Project begin incurring
obligations

The ACS values related to the Project™*

The MAS Cost Center

*The Project Owning Org MUST have a valid Standard Administrative Code
(SAC) or it will not be available for selection
**ACS values for your IC are located in your IC’s Budget Entry ADI spreadsheet

Page 25
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Selecting the NIH COA ESTABLISH PROJECT Form

¢ ‘enbrss Selecting the NIH COA ESTABLISH
it s £ v e R T P R o J E c T F o rm

1 INACTWATE PROJECTS
MIH COAC LOG
MIH COA1C PROJECT SET UP DATA

Page 26

» There are four types of requests that you can use in Oracle Projects:

 NIH COA ESTABLISH PROJECT — Used to create new Project requests

* NIH COA IC INACTIVATE PROJECTS — Used to create deactivation
requests

« NIH COA IC LOG — Used to access a log that tracks the status of a request

 NIH COA IC PROJECT SET UP DATA — Used to submit or delete pending
requests

» To establish a new Project, you will select the first value — NIH COA ESTABLISH
PROJECT.
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Overview of the NIH COA ESTABLISH PROJECT Form

Overview of the NIH COA ESTABLISH
PROJECT Form

Page 27

*  When you select the NIH COA IC ESTABLISH PROJECT, the new project request
form will appear.

* You will use this project request form to enter information relating to your new
project(s). Remember, all fields with yellow backgrounds are required fields.
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Entering Project Descriptions

Entering Project Descriptions

Page 28

» The first step you must take when you setup a new Project request is to enter an
informative Project Description.

* The Project Description you enter will also serve as the CAN label in the ADB.

* Behind the scenes, Oracle will assign a six-digit Project Number and a seven-digit
CAN to each Project you create. These numbers will be emailed to you when OFM
sets up your new Project.

* You must enter at least one Project Description, but may include up to ten if the
Operating Budget and other Project attributes are the same.
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Assigning a Project Owning Org

Page 29

* The Project Owning Org refers to the organization within the IC that controls a
specific Project’s (CAN’s) spending.

* The Project Owning Org will drive or can filter the information available in drop
down menus in other NBS modules.

* The NBS Team recommends , but does not require, that this organization is at a lower
level than the Operating Budget Org.

* The Project Owning Org must be a valid Standard Administrative Code (SAC) listed
in the LOV for this field.*

*If the SAC value you want to assign is not in the LOV, please review your official
structure and consult with your Organization Change Coordinator.

If a new SAC is needed, your IC will need to work with the Office of Management
Assessment (OMA) to establish the new value. Once the SAC value has been
approved and updated in the HRDB, it will flow through automatically to the NBS.
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Selecting a Project Manager (Key Member)

Page 30

» The Project Manager (Key Member) is usually the Budget Officer. You can select
the appropriate name from the LOV.

» This value can be changed after Project approval.

* The Project Manager you assign will receive email notifications for each new Project
that is set up in the NBS.
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Assigning a Project Duration Start Date

Page 31

* The format for the Project Duration Start Date must be DD-MMM-YYYY.
» This is the date the Project can begin incurring expenses.

* The value in this field can be future-dated.
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Adding a Customer

m arameters

Page 32

* Projects can be Direct or Reimbursable, just like CANs.

» The Customer field is completed only if the project you are requesting is
reimbursable.

» If your Project is reimbursable, select the only value that is valid for this field,
“Conversion Customer”.

*  When additional Projects functionality becomes available in future deployments, you
may be able to assign specific customers to a Project.
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Associating ACS Values with Your Project

Page 33

* The GL Account Information field enables you to associate ACS values with your
Project.

*  When you click inside this field, it launches the Accounting Flexfield window, which
displays your ACS fields.
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Entering ACS Segment Values

Page 34

*  You will need to enter the ACS segment values associated with your project so OFM
will know which segment values to assign to your new project.

* You can type the segment values directly into each field, or you can use the LOV to
select values for each field. It is recommended that you use the LOV to increase
accuracy.

» The values you enter/select must be valid segment values defined in the NBS. The
system will not allow you to proceed if you enter a value that does not exist for a
particular segment.

» Ifyou do not have a specific value for the Line Item segment in your ADI sheet,
select the default value, which will be a series of “9s”.

* You will not enter values for the grayed out fields.
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Entering Cost Centers

WA NVEMl Entering Cost Centers

g5 Parameters

» If you are adding the new Project to an existing Cost Center, simply enter the number
of the Cost Center in the MAS Cost Center # field. The Cost Center label will
automatically populate.

+ If you want to establish a new Cost Center, you cannot enter a new value directly into
the MAS Cost Center # field. You must type the desired Cost Center label into the
MAS Cost Center Label field. Any new Cost Centers you establish will appear in
the Table 19 Report.

» If you want a specific Cost Center Number for your new Cost Center, enter the
desired number into the Comments field.

* You cannot update an existing Cost Center Label using this form. You will need to
work with OFM staff if you want to change a Cost Center Label.

*  You cannot move Projects (CANs) from one Cost Center to another, you will have to
continue the legacy practice of inactivating the existing Projects and creating new
ones using the new Cost Center value.
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Completing the Process Immediately Field

== P arameters

Froject Duratix

*  You will also need to fill in the Process Immediately field.
» Ifyou enter “Y” for Yes, the system will automatically forward your request to OFM.

» Ifyou enter “N” for No, your request will go into a “pending” status and will require
a separate step to submit the request to OFM. You may want to use this option when
you are undertaking a major reorganization.

Copyright © Oracle Corporation, 2002. All rights reserved.

Account Requests
Chapter 3 - Page 42



Entering a Project Duration Close Date

== P arameters

Froject Duratix

» Certain Project accounts, such as Royalties, have specific end dates. The duration of
these accounts can be identified at setup by completing the Project Duration Close
Date field.

* For most Project requests, this field should be left blank.
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Submitting Your Request

Refresh Data

NIH COA IC ESTABLISH F

Find Requests

Completed

Normal

NIH COA IC ESTABLISH F

Completed

Normal

NIH COA IC ESTABLISH F

Completed

Normal

NIH COA IC ESTABLISH F

Completed

Normal

New Project 1

NIH COA IC LOG

Completed

Mormal

1350, S, ICLOG, ,

NIH COA IC LOG

Completed

Mormal

1350, S, ICLOG, ,

NIH COA OFM LOG

Completed

Mormal

1350, S, OFM LOG, , , Options...

NIH COA OFM LOG

Completed

Mormal

1350, §, OFM LOG, , .

NIH COA OFM LOG

Completed

Normal

1350, §, OFM LOG, , ,

NIH COA IC LOG

Hold Request

Cancel Request

Completed

Wiews Details..

Diagnostics

Normal

1350, P, IC LOG, ,
Submit Cancel

“iew Output

iew Log

Page 38

* Once you have entered all the fields for your new Project, you can submit your
request by clicking on the Submit button.

« If you selected process immediately, your request will go directly to OFM for setup
when you click the Submit button.

+ Ifyou do not select process immediately, your request will be placed on pending
status until further review and final submission.

» After you submit your Project request, the Requests screen will appear, displaying
your request ID and the phase and status of your request.

Account Requests
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Error Message for No Operating Budget

WALV M Error Message for No Operating Budget

E e 3 X

Refresh Data Find Requests Submit @ Mew Request...

Re Parent
me

COA IC ESTABLISH
log796 _IniH coa iCc EsTaBLISH ||

Comy Selected, 96992
Project Description 10 1051, C, IC LOG, 20-SEP 2002, 23§
Froject Owning Org |

Project Manasger id : 139 1051, C, IC LOG, ,
Project Duracion Starc Date : 01-0CT-03

Project Duration End Date : Completed, Selected, 96992
Partial ACS ¢ DE024320021RA0..01.N100.HNN1000000GC. I.00203.506.99¢ 1051, C, IC LOG, 20-SEP-2002, 23-§
Legacy Cost Center # : 100 C. OFM LOG, 73.SEP 2002, 23.SEP

Cost Center lahel : RESEARCH GRANTS
Process ASAP B 1051, C, IC LOG, 23-SEP 2002, 23.S

Comments

Customer [ for contract remimb projects): iew Output
Concurrent reguest Id 85518

User Id t1051

in Operating Budget & t does not exist for the Project request you entered.
Plesse submit an emsil reguest £Or a new Operating Budget Asoount to the NERSS
Finance mailbox located in the Micresoft Outlook Global kddress List.

End of log messages from PlSgl program

Previous
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« Ifyou enter a request for a Project that does not have an Operating Budget Account
established, you will receive an error message when you submit your request. This
message is displayed in red, with a status of “Error”, as shown.

» Ifyou receive this error message, click on the View Log button, and follow the
instructions listed at the bottom of the report to request a new Operating Budget
Account. Consult your ADI sheet for a list of valid Operating Budget Accounts.
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Accessing Previously Submitted Requests

vy MNavigator

= Find
Find All
Query By Example »

Record »

Translations
Attachrments

SurnrmandDetail

Standard General Ledger Ri

a7

Condensed Balance Sheet

Condensed Balance Sheet

|Standard General Ledger Ru

000

Row Set and Column Set Xiinclude Reg

Stages in Query
( Row Set |Cnnﬂensed Balz S| Request ID -
Define Ad Ho)

Page 40

* To view previously submitted requests, click on the View pull down menu and select
Requests.

*  When the Find Request window appears, leave the default values, and click on the
Find button.
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Reviewing Submitted Requests

WA LM Reviewing Submitted Requests

Refresh Data Find Requests Submit a Mew Reguest

l 111478 |Financial Statement Gen MAY 03_FY-03, . 1002, 1004, 1011,
£ i Y_03_FY03, , 1002, 1004, 1011,
Y _03_FY03, , 1040, 1001, 692, U
Y_03_FY03, , 1003, 1001, 1011,
Y_03_FY03, , 1007, 1002, 1012,
Y _03_FY-03, , 1006, 1007, 1017,
Y_03_FY03, , 1006, 1007, 1017,
LTRAN,

Find Requests Submit a New Reguest..

l 111478 |Financial Statement Gen Completed Mormal MAY 03_F¥-03, ,
111477 |Financial Statement Gen Completed Normal MAY_03_Fy03, ,
111476 |Financial Statement Gen Completed Mormal MAY 03_F¥03,,
111451 |Financial Statement Gen Completed Mormal MAY 03_F¥03,,
111450 |Financial Statement Gen Completed Mormal MAY_03_F¥-03, ,
111449 ||Financial Statement Gen Completed Terminated MAY_03_F¥03,,
111401 |Financial Statement Gen Completed Mormal MAY 03_FY03, , 3 3 ey Dutput
111310 |PRC: Transaction Import Completed Terminated WALTRAN,
111309 |NIHPA Reset Interface Re Completed Normal
111308 |PRC: Transaction Import

Siewy Log...

Haold Request “iew Details... “iew Output

Cancel Request Diagnostics “iew Log

Page 41

* The last request you submitted will appear at the top of the request list. A request is
selected when the first field of the request is hi-lighted in blue.

* Click on the View Log button to open your request.
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Establishing New Projects

NIH IC Project Request User
N>Other>Requests>Run

Submit a New Request

1. From the Oracle Navigator, double click on the Other function.

2. Double click on the Requests Function.

3. Double click on the Run function or highlight the Run function and click the OK button.

gatar- MIH IC Project Reguest Use

Functions

Other:Requests:Run

Submit requests

 Other Top Ten List
- Reguests 1. Requests: Submit

Notifications

i] Set

-»
il E:Tf:l:rrent J
E Change Organization ﬂ
&
s

Result: The Submit a New Request pop-up window is displayed.

4. Select Single Request and click on the OK button.

&= Submit a Mew Request

What type of request do you want to run?

subrit an individual reguest

® Request Set
to subrmit & pre-defined set of

o | e ]

Result: The Submit Request window will appear.
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| LD P51 2

SN E NS E EE

Run this Request...

G

Languages

5. In the Name field, click on the List of Values (LOV) icon.

Result: The List of Values will appear.

Rep

ElMIH COAIC %

MIH COAIC INACTIVATE PROJECTS MIH Projec
MNIH COAIC LOG MIH Projec
MNIH COAIC PROJECT SET UP DATA MNIH Projec

6. From the LOV, select the NIH COA IC ESTABLISH PROJECT value and click the
OK button.

Result: The NIH COA IC ESTABLISH PROJECT Parameters window will appear.

(NN New Project 1
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7. Enter a description for your new project in the Project Description 1 field. You may
enter up to nine additional new projects if they are all associated with the same Operating
Budget.

8. Click inside the Project Owning Org field, and then click the LOV next to this field.

Result: The LOV for Project Owning Org will appear.

9. Click inside the Find field and type all or part of the SAC related to the org you are
assigning, followed by a % as shown, and then click the Find button

ST HMMT %

Project Owning Crg

HRMNT MIA 0D OFC DIR

HMMTOZ NIA QD OEA OFC EXTRAML AFFRS
HMMN1O03 MNIAOD OAM OF G ADMPM MGMT
HMMNT032 MNIA OD OAM FMISB FINCL MGMT &1
HMMTO33 MIAOD OAM AMCSE ADMIY MGMT & .
HMMT 04 MIA QD OPAIA OFC PLMG, AMALS & 1.
HMMTOS NIA QD OMREQ OFC MINORITY RCR..

Cancel

Result: All values beginning with HNN1 will appear in the LOV.
10. Select the SAC you want to use for the Project Owning Org and click on the OK button

Result: This value will appear in the Project Owning Org field.
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11. Complete the following additional fields on the form by using the LOV or typing the
values into the fields:

Field Description

Project Manager Person who is fiscally responsible for the Project, most likely the
Budget Officer. The Project Manager will receive an email
notification when the project is complete

Project Duration The date the project should be available for obligations
Start Date
Customer Direct Projects do not have customers. Reimbursable Projects

will in the future. For now, enter "Conversion Customer" for all
Reimbursable Projects only.

12. Click inside the GL Account Information field

Result: The Accounting Flexfield window will appear, displaying all of the ACS value fields.

DEFAULT
DEFALLT
NIH F1 DEFAULT

4 D

13. Complete the following ACS fields:
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Field

Description

Fund 14 character code that identifies the OpDiv (NIH), the IMN, the
Appropriation Fiscal Year, whether the fund is Direct or Reimbursable
and Category A or Category B

Fund Limit Defines whether the Allotment relates to any special law or program
(Small Business, Superfund, etc.)

Allotment Identifies the IC to whom an Allotment is issued

Org

Org Represents the organizational unit within the IC to whom the Operating
Budget is issued

IE Indicates whether the use of funds is internal by NIH or external by the
research community

Budget Identifies an area of research to which the funds are applied

Activity

Mechanism Identifies the research mechanism to which the funds are applied

Line Item Catch all segment that uniquely identifies the Operating Budget if all
other segment values are the same

Cohort Not currently used - leave the default of 9999

HHSF1 Not currently used - leave the default of 9999

NIHF1 Not currently used - leave the default of 9999

14. Click the OK button when you are finished entering the segment values.

Result: You will return to the NIH COA IC ESTABLISH PROJECT FORM.

15. Enter the MAS Cost Center for the new Project.

16. Leave the default value of "Y" in the Process Immediately field if you want your request
to go directly to OFM for process. If you do not want your request to be processed
immediately, change the value to "N" for No.

17. Enter any comments for OFM into the Comments field.

18. Leave the Project Duration Close Date field blank

19. Click on the OK button to close the NIH COA IC ESTABLISH PROJECT FORM.

Account Requests
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Result: You will return to the Submit Request window.

Foun this Reguest...

WELERHIH COA IC ESTARLISH PROJECT

At thasa Thines..,

Run the Job

Wpon Completon...

y ol Ohalpul Filed

20. Click on the Submit button to submit your new project request.

Result: The Request window will appear, listing your latest request at the top. You may want

to make a note of the request number for tracking purposes.

21. Click on the Refresh Data button until the Phase value for the request changes to
completed.

Result: Your project will be submitted to OFM if you answered "Yes" to Process
Immediately. You and the Project Manager will receive an email notification or a
notification through Oracle once your new project is established by OFM. If you answered
"No" to Process Immediately, you will need to submit your request as a separate step.

End of activity

- e~ e e B N S S S e

Refresh Data Find Requests

Raguest ID

Submit a New Request

Parent

Phase
Completed

Pararneters
New Project1, ,,,,,,,,.

Mame Status

NIH COA IC ESTABLISH Normal

111087

NIH COA IC LOG Completed Normal 1571, P, ICLOG, ,
111046 ||NIH COA IC INACTIVATE Completed Normal 19189, 07 -MAY-2003, ,, ,,.,.,,,,
111045 ||NIH COA IC INACTIVATE Completed Normal 18993, 07 MAY2003, ,, ,,.,:,.,, -
111044 ||NIH COA IC INACTIVATE Completed Normal 15189, 07 MAY 2003, ,, ,,.,:,,,,

110116 |NIH COA IC ESTABLISH ﬁmw Happy Project, , ,,, ...+ 1

Hold Reguest “iew Details..

Wiew Output

Account Requests
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Deactivating a Project

WAl Deactivating a Project

Lesson 3: Deactivating a Project
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Selecting the NIH COA |C INACTIVATE PROJECTS Form

¢ ‘enbrss Selecting the NIH COA IC INACTIVATE
s PROJECTS Form

ESTABLISH PROJECT
MACTIVATE PROJECTS

MIH COAIC PROJECT SET LIF DATA,

Page 43

* You also have the capability within the NBS to inactivate projects (CANSs) you are no
longer using. A separate form has been created for inactivating projects.

*  You will use the Submit Request window to pull up the form used to enter your
project inactivation request. This form is called the NIH COA IC INACTIVATE
PROJECTS form.
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Overview of the Project Inactivation Form

Cancel Clear

Page 44

*  When you select the NIH COA IC INACTIVATE PROJECTS value, the deactivation
request form will appear.

* You will use this deactivation request form to identify the Projects you want to
deactivate. Remember, all fields with yellow backgrounds are required fields.

*  You can forward any comments or special instructions to OFM in the Comments
field.

* The Process Immediately field indicates whether OFM should process the
deactivation immediately or if the requestor wants to submit the request at a later
date. The default value 1s “Y” (“Yes”) for immediate processing.
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Selecting the Project for Inactivation

Oracle Proj #

Oracle Proj #

100001

100002

100003 8421781
100004 8335504
100005 8425556
100006 24201745
100007 8420257
100002 2429383
100009 8429384
100010 8420177
100011 8420256
100012 8420258
100013 84201749
100014 8426608
1000145 28426610

100016 8320201
| 4nnnd T 2290390
4

Page 45

* You must enter at least one Oracle Project #, but may deactivate up to five projects at
the same time.

* Use the LOV to locate the Project you want to deactivate.

* You can search on either the Project # or the corresponding CAN. If you would
prefer to search on the CAN you will need to use the % sign as a wild card at the
beginning of the value.
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Entering the Deactivation Date

Entering the Deactivation Date

Page 46

» The Deactivation Date is the last day the Project will be able to incur obligations.

+ If you want the deactivation to be immediate, use the current date as the Deactivation
Date.

* The Deactivation Date can also be used to identify a future point in time when you
want the deactivation to go into effect, such as the end of the fiscal year. In this case,
you would enter 30-SEP-2003 as the Deactivation Date, and OFM would process the
deactivation to be effective as of that date. This date prevents use in FY 2004.
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Completing the Process Immediately Field

Page 47

*  You will also need to fill in the Process Immediately field.
» Ifyou enter “Y” for Yes, the system will automatically forward your request to OFM.

* Ifyou enter “N” for No, your request will go into a “pending” status and will require
a separate step to submit the request to OFM.
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Submitting Your Deactivation Request

44365:12-NOV-2002:

American Enalish

Languages...

Refresh Data Find Reguests Submit a Mew Request

NIH COA IC INACTIVATE Completed Normal
MIH COA IC ESTABLISH F Completed Hormal
MIH COA IC ESTABLISH F Completed MHormal Options...
MIH COA IC ESTABLISH F Completed MHormal
NIH COA IC ESTABLISH F Completed Normal MNew Project 1
NIH COA IC LOG Completed Hormal 1350, S, ICLOG, ,
MIH COA IC LOG Completed Hormal 1350, S, ICLOG, ,
MIH COA OFM LOG Completed Hormal 1350, S, OFM LOG, ,,
s
S

Submit Cancel

NIH COA OFM LOG Completed Normal 1350, S, OFM LOG, , ,
NIH COA OFM LOG Completed Normal 1350, S, OFM LOG, , ,

Hald Reguest “iew Details... “iew Output

Cancel Reguest Diagnostics Wiew Log

Page 48

* Once you have entered all the fields for your deactivation request, you can submit
your request by clicking on the Submit button.

» If you selected process immediately, your request will go directly to OFM for setup
when you click the Submit button.

« Ifyou choose not to process immediately, your request will be placed on a pending
status until further review and final submission.

» After you submit your deactivation request, the Requests screen will appear,
displaying your request ID and the phase and status of your request.

Copyright © Oracle Corporation, 2002. All rights reserved.

Account Requests
Chapter 3 - Page 61



Deactivating Projects

NIH IC Project Request User
N>Other>Requests>Run

Submit a New Request

1. From the Oracle Navigator, double click on the Other function.

2. Double click on the Requests Function.

3. Double click on the Run function or highlight the Run function and click the OK button.

Functions

Other:Requests:Run
Submit requests

 Other Top Ten List
- Requests 1. Requests: Submit

#]

ﬂ PnS::i‘IE ﬂ
Concurrent

% N‘J(iir;iacnag::“?srganizalion :]

+

=

Result: The Submit a New Request pop-up window is displayed.

4. Select Single Request and click on the OK button.

k= Submit a Mew Reguest

What type of request do you want to run?

submit an individual reguest

®Request Set
to submit a pre-defined set of

o J oo

Result: The Submit Request window will appear.
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| LD P51 2

o

© 08 T

)

_

In the Name field, click on the List of Values (LOV) icon.

5.
Result: The Reports LOV will appear.

[Reports
FRENIH COA G %
| Applicatio
MIH Prajec

MIH Projed
MIH Proje
MIH Praje

MIH COAIC PROJECT SET UP DATA

From the LOV, select the NIH COA IC INACTIVATE PROJECTS value and click the

OK button
Result: The NIH COA IC INACTIVATE PROJECTS Parameters window will appear.

7. Click the LOV next to the Oracle Proj # field
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Result: The List of Values displaying Oracle Project #s and Descriptions will appear.

Cracle Proj #

E0IE| 100025

Qracle Proj # ipti E
100001 3 --- MIHICAR-MINORITY HRAIDS PREY & TREATMENTACTIY (CBC AIDS)

8331751 — MINORITY - OD
100003 8421781 — MINORITY - OD
100004 83355594 --- CHALLENGE GRANTS - NIAID
100005 8425556 --- CHALLENGE GRANTS - NIAID
100008 8420175 --- MEDICAL LIBRARY ASSISTANCE
1o00a? 8420257 --- BIST-TRAINING
100008 8429383 --- Converted Project
100008 8429384 --- Converted Project
100010 8420177 — PHS 301
100011 8420256 — EXTRAMURAL TARE
100012 8420258 --- BIST--RESEARCH
100013 8420179 --- PHS 301-REIMBURSABLE ACTIVITY
100014 8426608 --- MEDICAL LIBRARY ASSISTANCE - SBIR
100015 8426610 --- MEDICAL LIBRARY ASSISTANCE - STTR
8320201 --- OFFICE OF THE DIRECTOR

8. Inthe Project # LOV, you can search by Oracle Project Number, if you know it, or by CAN,
which is part of the description.

9. To search by Project #, enter the Project Number into the Find field and then click on the
Find button.

Result: The Project Number will appear in the Oracle Proj # field.

10. To search by CAN, enter a % into the Find field, followed by the 7-digit CAN, and then
click on the Find button.

Result: The Project Number will appear in the Oracle Proj # field, and the related CAN and
description will appear in the label.
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11. Enter the Deactivation date, which is the date you want the project to stop accepting
obligations.

12. Leave the default value of "Y" in the Process Immediately field if you want your request to
go directly to OFM for process. If you do not want your request to be processed
immediately, change the value to "N" for No.

13. Click on the OK button.
Result: You will return to the Submit Request window.

14. Click on the Submit button to submit your new project request.

sUEEE American English _

Languages

At these Times.

FIGRERIAS Soon as Possible

Upon Completion...

Ak | Qutput Files

:
s noprint

Result: The Request window will appear, listing your latest request at the top. You may
want to make a note of the request number for tracking purposes.

racle Applications - a157sand

Refrash Data Find Reguests Submit a New Request

Regue Parent

Status
111059 |NIH COA IC INACTIVATE Completed Normal
111057 [NIH COA IC INACTIVATE Completed Normal
111056 |NIH COA IC ESTABLISH F Completed Normal New Project 1
111047 |NIH COA IC LOG Completed Normal 1571, P, ICLOG, ,
111046 |[NIH COA IC INACTIVATE Completed Normal 15189, 07 -MAY 2003,
111045 |[NIH COA IC INACTIVATE Completed Normal 18993, 07 -MAY 2003,
111044 |NIH COA IC INACTIVATE Completed  |Normal 15189, 07-MAY 2003,
110116 |NIH COA IC ESTABLISH F AMy's Happy Project,

Hald Request Yiew Details Wiew Output

15. Click on the Refresh Data button until the Phase value for the request changes to
completed.
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Result: Your deactivation request has been submitted to OFM because you answered Yes to
Process Immediately.

End of activity
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Working with the Project Request Log

WAL UES Ml Working with the Project Request Log

Lesson 4: Working with the Project
Request Log
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Selecting the NIH COA IC LOG Form

WA UVESME Selecting the NIH COA IC LOG Form

Applicatior
MIH Frojec
MIH Frojec

MIH Frojec

Page 50

* Selecting the NIH COA IC LOG option enables you to view the status of all requests
you have created using Oracle Projects.

* While running the log is an optional step, it can be useful in helping you keep track
of all of your project requests.
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IC LOG Parameters

@é’é}nbrss IC LOG Parameters

Diescription
Completed
Deleted
Fending
Rejected
Submitted

Page 51

* The IC Log Parameters window provides information on request statuses, so you can
see exactly where your project is in the request process. You can choose to query on
the following statuses:

A Completed status means that OFM has entered the new Project, so the request
is complete.

* A Deleted status means the IC has deleted the request using the IC PROJECT
SETUP DATA process.

» A Pending status is assigned to all new project requests and inactivation requests
that have not yet been submitted to OFM, and are therefore “pending”
submission.

» The Rejected status means that some piece of requested information has caused
the project to reject. Corrective action by you is needed.

* A Submitted status means that the project has been submitted to OFM, but OFM
has not yet entered the request.
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* You can also select a specific date range in which to search for requests.
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Querying for Pending Requests

Querying for Pending Requests

ubmit Request

Run this Request...

PEIESNIH COA IC LOG
2 P::
S American English

Languages. ..

At these Times...

SERGIENEESAs Soon as Possible

Upon Completion...

[+ all Dutput Files

Print to 4'

Page 52

» After you select the status of the requests you want to see in the log, you can submit
your request to view the log by clicking on the Submit button.
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Opening the Results of Your Request

WALV Ml Opening the Results of Your Request

(EERe

Refresh Data Find Requests Submit a Mew Request...

05-MAY-03 02:48 PH NIH COh IC LOG — A1S7SAND Instal zb

T Bers

~,P,ICLOG, ,
_P.ICLOG, ,
nitted, Selected, 99548
.P.ICLOG, ,

Project Manager CUSHING, Mary C Proj.Start Date 10-MAR-03 Proj.End Datel 5, 24-NOV-2002

PARTIAL acSh ,P,ICLOG, ,

Fund 0502912003 1DAD 0291 NHGRI 2003 ANNL DRCT AD =
nitted, All,

2, 12-HOV-2002

Project Tewplate: N

Request Id 105073 ing Budgec Exists Y Request Status  Pendingl?

Project Description

Project Organization HNMOZS NIA IRP LCI LAE CLINICAL INVESTIGATICN}

BFY>

Fund limit 12 DIABETES)

Allot Org B1loO HNIaMsP

GL Org HNZ 7800000C HNz78 NINR DIR HPL HEALTH PROMOTION LAEP

iew Output

=
Budget Aetivity 00019 NCI RESOURCE-RSCH MANPOVER DEVELOPMENTD
CENTERS GENERALP Wiew Log...

Line Item 0014 BUILDING 10 PHASE I RENOVATIONP

Go To. First Brevious
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* To view the log, click on the View Qutput button at the bottom of the Requests
window.

* New Project requests will always appear at the top of the log and deactivation
requests will appear at the bottom of the log.

* Use the First, Previous, Next and Last buttons to navigate through the report.

* Close the log by clicking on the Close box on the upper right side of the report
window.
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Accessing the NIH IC COA Log

{Insert the appropriate system reference here.}

NIH IC Project Request User
N>Other>Requests>Run

Submit a New Request

1. From the Oracle Navigator, double click on the Other function.

2. Double click on the Requests Function.

3. Double click on the Run function or highlight the Run function and click the OK button.

estlise

Functions

Other:Requests:Run

Submit requests

Other I Top Ten List
- Requests 1. Requests: Submit

Set

Profile :]
L]

Concurrent
Change Organization
Motifications

ot [*e[e® [¢ [+

Result: The Submit a New Request pop-up window is displayed

4. Select Single Request and click on the OK button.

== Submita Mew

What type of request do you want to run?

submit an individual request

submit a pi f

Cancel

Result: The Submit Request window will appear.
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A el YN

TSNS R T

Run this Request...

5. In the Name field, click on the List of Values (LOV) icon.

Result: The List of Values will appear.

| Applicatio
MIH COAIC ESTABLISH PROJECT MIH Projec
ATE PROJECTS
MIH COAIC LOG
MIH COAIC PROJECT SET UP DATA MIH Froje

6. From the LOV, select the NIH COA IC Log value and click the OK button.
Result: The NIH COA IC LOG Parameters window will appear.

EZ Parameters

e s P -
o

L S D

7. Leave the default value of P for Pending in the Request Status field.

8. Enter the Request Creation Date From and the Request Creation Date To if desired, or leave
blank.

9. Click on the OK button.

Result: You will return to the Submit Request window.
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Run this Request...

P

S American English _

Languages:

At these Times...

Run N As Soon as Possible

Upon Completion.

Output Files

_

12. Click on the Submit button to submit your new project request.

Result: The Request window will appear, listing your latest request at the top. You may
want to make a note of the request number for tracking purposes.

Refrash Data Find Reguests Submit a New Reguest
NIH COA IC LOG Completed  |Hormal 1350, P, ICLOG, , <
99551 [NIH COAIC LOG Completed  [Normal 1350, P, IC LOG, ,
99550  |NIH COA IC PROJECT SE Completed  |[Hormal Submitted, Selected, 99548
99549 [NIH COAICLOG Completed  [Normal 1350, P, IC LOG, ,
99548 [NIH COA IC INACTIVATE Completed  [Normal 35495, 24 NOV-2002, ,, , , 1., 105
99547 |NIH COAICLOG Completed  |[Normal 1350, P, IC LOG, ,
99546  [NIH COA IC PROJECT SE Completed  [Normal Submitted, All,
99545  |NIH COA IC INACTIVATE Completed  [Normal 35482, 12-HOV-2002, ,,,,,,,,,.,
99279 |NIH COA IC ESTABLISH F Completed  |[Hormal New Project 1, , ... ..., 1519, 2
99278 |NIH COA IC ESTABLISH F Completed  |[Hormal 1211, , 00y ess 130, 176, 10-0CT-| -

Hold Request “iew Details Wiew Output

Cancel Request Diagnostics Wigw Log

13. Click on the Refresh Data button until the Phase value for the request changes to
completed.

14. Click on the View Output button to view the request log.

Result: The log will be appear, displaying all of your pending requests.
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Faont Size _

06-MAY-03 0zZ:06 PH NIH COh IC LOG - A1S573AND Int

Project Template: N 3tatus :

Reguest Status Project Project Project Reguest
1d Nura Nawe End Date Creation Datel

111045 Pending 103829 5423154 07-MAY-03 05-MAT-2003 0

Previous

15. Click the Last button to move to the bottom of the report, where deactivation requests are
displayed.

End of activity
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Submitting or Deleting Pending Requests

WAl Submitting or Deleting Pending Requests

Lesson 5: Submitting or Deleting
Pending Requests
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Selecting the NIH COA IC PROJECT SET UP DATA Form

@g&nbrss Selecting the NIH COA IC PROJECT SET UP
L L . D ATA Fo rm

Mame
MIH COA IS ESTABLISH PROJECT
MIH COA G IMACTIVATE PROJECTS
MNIH COA G LOG

CRIH COA IC PROJECT SET UP DATA

Page 55

* Ifyou have any pending new project or deactivation requests, you will use the NIH
COA IC PROJECT SET UP DATA form to either submit or delete these requests.
You will have pending requests if you overrode the “Process Immediately” option in
the Project Request or Deactivation Request forms.
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Selecting the Action for Pending Requests

ALVl Sclecting the Action for Pending Requests

Action Description
Deleted Delete Account Maintainence Regquest
Submit Account Maintainence Request

Page 56

*  You will need to select the action you want to take with your pending requests. You
have two choices of Actions to take:

* Select “Submitted” if you want to forward the request to OFM.

* Select “Deleted” if you want to delete the pending request.
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Selecting the Scope of Requests to be Submitted

'@é’&nbrss Selecting the Scope of Requests to be
L L . Subm itted

Description
All reguests

Selected Enter request ids separated by,

4]

Page 57

*  You will also need to select the Scope of the requests you would like to submit.
«  Select “All” to take action on all pending requests.

»  Select “Selected” if you would only like to take action on certain pending requests.
When the scope field is populated with “Selected” a request number must be
designated.
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Submitting a Pending Request

Submitting a Pending Request

MIH COA IC PROJECT SET UP DATA
Submitted:All:

Languages

Refrash Data Find Requasts Submit @ New Request

HIH COA IC PROJECT SE Completed  |Normal Submitted, All,

NIH COA IC LOG Completed  |Normal 1350, P, IC LOG, ,
NIH COA IC INACTIVATE Completed  |Normal 35482, 12.HOV 2002
NIH COA IC LOG Completed  |Normal 1350, P, IC LOG, , Options...
NIH COA IC LOG Completed  |Normal 1350, F, IC LOG, ,

NIH COA IC PROJECT SE Completed  |Normal Submitted, Selected, 99518
NIH COA IC LOG Completed  ||Normal 1350, P, IC LOG, , Submit Cancel
NIH COA IC INACTIVATE Completed  |Normal 35495, 24.HOV.2002
HiH COA IC LOG Completed  [Normal 1350, P, IC LOG, ,
NIH COA IC PROJECT SE Completed  |Normal Submitted, All,

Hold Reguest iew Details Siew Output

Cancel Reguest Diagnostics Wiew Log

Page 58

» After you select the action and scope for your pending requests, you can submit your
request by clicking on the Submit button.
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Accessing the NIH COA IC Project Setup Form

NIH IC Project Request User
N>Other>Requests>Run

Submit a New Request

1. From the Oracle Navigator, double click on the Other function.

2. Double click on the Requests Function.

3. Double click on the Run function or highlight the Run function and click the OK button.

Functions

Other:Requests:Run

Submit requests

 Other Top Ten List
- Requests 1. Requests: Submit

#]
ﬂ PnS::i‘IE ﬂ
Concurrent
% N‘J(iir;iacnag::“?srganizalion :]
+
+
=

Result: The Submit a New Request pop-up window is displayed.

4. Select Single Request and click on the OK button.

Result: The Submit Request window will appear.
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| LD P51 2

)

S R S i~

——————
G

Languages

5. In the Name field, click on the List of Values (LOV) icon.

Result: The List of Values will appear.

Repors (- 3

LI MIH COA IC %

Name | Applicatior
NIH CO& 1C ESTABLISH PROJECT MNIH Prajec
NIH COAIC INACTIVATE PROJECTS NIH Projec]
MEH COAIC LOG NI Projec

6. From the LOV, select the NIH COA IC PROJECT SETUP DATA value and click the
OK button.

Result: The NIH COA IC PROJECT SETUP DATA Parameters window will appear.

| Description
Deleted Delete Account Maintainence Request
mitted Submit Account Maintainence Regquest
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8. Select Submitted from the LOV if you want to submit the pending requests, or select
Deleted from the LOV if you want to delete the pending requests.

Result: The value you selected will appear in the Action field.
EEParameters

N Submitted Submit Account Maintainence Request

. Selected

10. Select All to submit all pending requests, or choose Selected to submit only those
requests you select.

11. If you chose Selected, you will need to enter the specific Request Ids you want to submit
in the Request Ids field.

12. When you have finished completing the Parameters screen, click on the OK button.

Result: you will return to the Submit Request window.

Copyright © Oracle Corporation, 2002. All rights reserved.

Account Requests
Chapter 3 - Page 86



Run this Request...

WERERINIH COA IC PROJECT SET UP DATA
E Submitted:All;
it EE S American English _

Languages..

At these Times...

FIRGENEEAs Soon as Possible

Upon Completion...

Output Files

[

13. Click on the Submit button to submit your new project request.

Result: The Request window will appear, listing your latest request at the top. You may
want to make a note of the request number for tracking purposes.

Refresh Data Find Requests Submit a Mew Request...
NIH COA IC PROJECT SE Completed  |Normal Submitted, All, -
99554 ]INIH COAICLOG Completed  |Normal 1350, P, ICLOG, ,
99553 ]INIH COA IC INACTIVATE Completed  |Normal 35482, 12-NOV2002, ., , ..\ 00ess
99552 |NIH COA IC LOG Completed  |[Normal 1350, P, IC LOG, , N
99551 ]INIH COAIC LOG Completed Normal 1350, P, ICLOG, ,
99550 ]INIH COA IC PROJECT SE Completed Normal Submitted, Selected, 99548
99549 ]INIH COAICLOG Completed Normal 1350, P, ICLOG, ,
99548 ]INIH COA IC INACTIVATE Completed Normal 35495, 24-HOV2002, ,,,,,,,,44,
99547 ]INIH COAICLOG Completed  |Normal 1350, P, ICLOG, ,
99546  |NIH COA IC PROJECT SE Completed  |Normal Submitted, All, -

Hold Reguest Wiew Details Wiew Output

Cancel Request Diagnostics Wiew Log

14. Click on the Refresh Data button until the Phase value for the request changes to
completed.

Result: Your pending request has been submitted to OFM.

End of activity
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Receiving Email Notifications

A1l Receiving Email Notifications

Lesson 6: Receiving Notifications

Page 59
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Receiving Email Notifications

| Fle Edit view Insert Format Tools Actions Help

Frem: racle Workflow Production [a157test@copper . cit.nih.gow]
Tei Parfitt Hondros, Nancy (NIH/OD)

<o

Subiscti  Project "115711" approved

Oracle Workflow Notification (FYT)

Project 115711 has been approved

Note
The CAM Explosion is complete

Project 115711 Details

Project Name: 8361501

Partial ACS: [08028420031DA0,,01,5100,E1751000000C, L00194,501,9999. . 9995,9999,9999
CAN Explosion: [8361501.294.01 603 80.00.B.D. ¥.617 TBA 032 0894 NLAA A 240130031008.000.11.85.885000
Project Description: [EMATL NOTIFIC ATION TEST
Project Organization: [FIN51 NL&& A OD OFC DIR
Praject Type: [INDIRECT - O BILL
Project Manager: [HONDROSN_OD
IC Requestor:
Request 1d:/[110295
Legacy Cost Center Label: [ ALCOHOL RMS - ATDS

&)

Motification
Deta_. (839 B]
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*  Once OFM establishes a Project, the Project Manager and the Requestor will receive
a notification that the new Project has been created and approved.

* Ifyour email address in the NIH Enterprise Directory (NED) is correct, the
notification will be emailed to this address automatically.

+ Ifyou do not know how to verify your email address with NED, you can contact the
CIT Technical Assistance Support Center on 4-6248 or email them at
mailto:tasc(@nih.gov.

« Itis not necessary to click on the attached notification icon. This is required by the
system to close the notification and generate the email. It will tell you there is an
error. IGNORE this message!

» Requestors may receive an additional email notification when OFM completes the
NIH COA OFM Project Setup step.
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Pulling Up Oracle Notifications

Pulling Up Oracle Notifications

Functions Documents
Hotifications

Workflow Hotifications

Top Ten List

Hotifications

<3 Worklist - Requestor2, - Microsoft Internet Explorer i —=] =]

File Edit Wiew Favorites Tools  Help

<aBack ~ = - & | @hsearch [Favorites (HHistory | Bh- S omd 5
| | address [@] htpiipyrite cit.rin.gov:52015/plsia1 57151 {Oraclenpps. REPF=563 =] @eo |Jun>s »
[Eearch ) (shins[wreb[<55)

(68 worktisr |2/ ORACLE

Poriy | Tme [ Bam ] S | s | Du]

| [= | ‘NH{PA Project Approval ‘ |Pro]ect "115126" approved B ‘ 15170 -2002 ‘

Closs Reassign

Page 61

« If NED does not contain your correct email address, you will need to access
notifications through Oracle.

* Click on the Notifications function and click on the Open button or double click on
the Notifications function.

* Click on the link of the project notification you would like to view.

Copyright © Oracle Corporation, 2002. All rights reserved.

Account Requests
Chapter 3 - Page 91



Pulling Up Oracle Notifications

¢ fesinbrss

eprsSt e

Notifications

Pulling Up Oracle

5} Detail notification for Requestorz, - Microsoft Internet Explorer

File Edit View Favartes Took Help

Back - <+ - @ | @search [hlFaveres ftistory | B S md =)

acvess [E1 e

fwFa_htmi

=l Peo |k *|

|| (Bransgement)

[Searen Q) (skins[weeb[<Z5

( 8| Neorification Derails | 252

ORACLE |

To
Subject

15-NOV-2002 11:59:32
Project "115126" approved

Requestor2,

Note
The AN Explosion is complete

Project 115126 Details

Project 115126 has been approved

Praject Name:

8460402

Partial ACS:

08024320031DA0 01 1100 HMIT1000000C E 00202 005 MO20.. 9999 9393 9999

CAN Explosion:

8460402.243.01.114.10.00.3.D.17. 102. TB A.042.0843. MLA. 24013003 1008.866. 16.8. 8217000

Project Description:

INDIEECT MO BILLING TEMPLATE

Project Crganization:

W12 MIEHS OD OlI OFFICE OF MAMNAGEMENT

Project Type:

INDIRECT - FO BILT.

Eeturn to Worlklist

Comments |

Submit Reassign.

=
=

@1 oone

Aseart|| B 1) @ S0 || Dse| @1 | @] €| 10| Baca | san] B sk E100] o [Ep..

[ [ e
Wd ROWA DS 120t

* The Requestor and Project Manager will see the notification details

Page 62
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Course Summary

Chapter 4
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Course Summary

Course Summary

NBS Training Course

Copyright © Oracle Corporation, 2002. All rights reserved.

Course Summary
Chapter 4 - Page 2



Course Summary

2
{g,é,}nbrss Course Summary

Major tasks for IC Budget Staff/NBS Team/OFM to perform:

IC Budget Staff
= Establish Operating Budget (MAS Allowance) accounts with the NBS
Team

= Create and submit electronic requests for new Cost Centers and
Projects

NBS Team

Establish Operating Budget (MAS) Accounts for IC Budget Offices

Verify Line Iltem requests are necessary and enter values into the NBS
Maintain the ACS list of values for each segment, except for Line ltem,
so budgetary accounts and their Projects can be automatically created

Establish Projects and Costs Centers as requested by the NIH Budget
Offices
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Course Summary

S

Course Summary

Chart of Accounts Theory

The new ACS replaces the MAS as NIH’s Chart of Accounts.
These two structures will be jointly maintained as long as CAN-
based systems exist at NIH.

Budgetary information resides in the NBS General Ledger and
Fed Admin, while more detailed expense tracking at the legacy
Cost Center/CAN level is performed in Oracle Projects.

New segment values will be entered and maintained by the NBS
Management Center based upon direction from the community,
the Department and OB, as appropriate.

Operating Budget Accounts must existin the NBS before a new
Projectrequest can be made for that specific Operating Budget
Account.

Course Summary
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Course Summary

S

Course Summary

Requesting New Projects

ICs willrequest new Projects using an NBS Form.

The Account Requestor will enter detailed information about the
project, including the ACS segment values that define the
Operating Budget Account for the new Project.

ICs will also request Project inactivations using a second NBS
form.

The Account Requestor has the ability to submit the request to
OFM for immediate processing, or place the requestin a
“pending” status for future submission to OFM.

The Account Requestor can choose to notify other individuals
that a request has been made.

The NIH COA IC Log form provide a report on the status of all IC
Project requests.
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